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User ID --- is preset for you and is always your last name and first initial,
unless there is more than one individual in State Government with your
last name and first initial; then it would be your last name and first initial
and a number. Examples: DOEJ or DOEJ1

Password --- The first time you log on to DCDS your password will be
MAINDCDS. This password will only allow you to log in to DCDS once, so
the first thing you will do in DCDS is to change your password to one of
your choice. The password must contain a least 6 but no more than 20
characters. It can be either alpha or numeric, but must start with an alpha

character. Passwords expire every 45 days.




SETUP DEFAULT WORK SCHEDULE

On main menu: Click on Params. Move cursor to Personnel Data, then click on Default
Work Schedule (Letter F).
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File Edt ©Options Functions | Params Reports  indow  Help

Financial Data  #
& - Union Code Hours Type

Syskern Tables  # B - Union Code Marme Inguiry
T - Camp 0T/ Gutharization
[ - Diaka Collection Approver
E - Deduction Cade
F - Default Work Schedule

Click on New button at bottom of the screen
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A befault Work Schedule

Selection Criteria

Dept: |B4| 'I Agency:l ;l THLU: Approver, T
|

EID: MNarne: |

M selection List
Appt Date Dept Agy TKU  Hours
Start Date

Dept. defaults in for you. Enter in Agency, TKU, select Start Date, and Employee ID # and
then click on OK.

Detail Data (New)

Department:|84| vI Agenc:y:l vl TKU:I 'I
Start Date:l[l3,-"l giz0nz vl




A Detail Data window appears on the lower portion of the screen. The hours type REG1
will default in for you.

Mame: Doe, John R. Start Date: 3/13/2012 Modified By:
EID: oooooo End Date: 12/31/2222 Modified Date:

Hours  Sum
Type

Totals:

Tab through and enter the hours to be worked Monday thru Friday for both weeks.
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Mame: Coe, John R Start Date: 318/2012 Modified By:
EID: 000000 End Date: 12/31/2222 Modified D ate:

Hours Sum

Type Total M

PP Tax G
W Th F 5 §5 M Th F 5 Total 3% 3roup
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Totals: 80 80 80 20 80 50 80 80 80 &0

Click on the Save button.

If you have more than one employee to enter a default work schedule for, repeat steps 2
thru 6.




CHANGING DEFAULT WORK SCHEDULE

1. On main menu: Click on Params. Move cursor to Personnel Data, then click on Default
Work Schedule (Letter F).
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Financial Data  #
inel Data  # & - Union Code Hours Tyvpe

Syskern Tables  » B - Union Code Marme Inguiry
12 - Camp/ 0T/ G&utharization
[ - Data Collection Approver
E - Deduction Cade
F - Default Work Schedule

2. Selection criteria: Dept. defaults in for you. Enter Agency and TKU, then click on the Select
button. The selection list will appear in the lower portion of the screen.
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F Default Work Schedule

Selection Criteria
P
Dept. |64 =] Agency: |01 =] TEL: 0o - Approver, [

EID: | Marme: |

w

M selection List |:|@ /

Hame EID Appt Date Dept Agy TEU  Hours
Start Date

Doe, John R 10/24/2004 B4 01 070 33

= B B




3. Highlight the employee whose default work schedule you wish to change and click on the
Detail button.
File Edit Options Functions Params Reports Window Help
H Default Work Schedule

Selection Criteria

Diept: |E4 "I Agencys |01 | TEL: 070 - APprover:
EIC: | Mame: I

M selection List

Mame Appt Date Dept Agy TEU Hours

Start Date

Doe. John R 10/2442004 B4 01 avo

4. The Detail Data window appears on the lower portion of the screen. Make necessary
changes to hours and/or hours types and then click on the Save button.
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I Default Work Schedule

Selection Criteria

Dept: |E4 "I AQEncy: |D1 "I TEL: ID?D vl Approver: T

EID: | MNarme: |

M sclection List
M Detail Data

Mame Doe, John R
EID: Qooooo

Stant Date: 2/22/1938 Modified By:
End Date: 12/31/2222 Modified D ate:

Hours Sum PP
W Th Total

Type Total 5 M T
[ [eo[eo[enf &0 & a[ edf[e0[ =0
I

Tax Group

80 80 80 80 80 80 80 80 B0 =80




DELETING DEFAULT WORK SCHEDULE

1. On main menu: Click on Params. Move cursor to Personnel Data, then click on
Default Work Schedule (Letter F).
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Financial Data  #
inel Data  # & - Union Code Hours Tyvpe

Syskern Tables  » B - Union Code Marme Inguiry
12 - Camp/ 0T/ G&utharization
[ - Data Collection Approver
E - Deduction Cade
F - Default Work Schedule

2. Selection criteria: Dept. defaults in for you. Enter Agency and TKU, then click on
the Select button. The selection list will appear in the lower portion of the screen.
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“ Default Work Schedule

Selection Criteria -

Dept: |54 "I Agency: |01 + | TEL: ID?D vl Approver T

ED: | MName: |

S

elect
M1 selection List M =E
Hame Appt Date Dept Agy TEU Hours
Start D ate

Doe, John R 10/24/2004 B4 o1 o700

Highlight the employee whose default work schedule you wish to delete and click
on the Detail button.
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Selection Criteria

Dept: |E4 vl»’-\gency: |EI1 vITKU: IEI?EI vl Approver; [

EID: | Mame: |

M selection List

Hame EID Appt Date Dept Agy TEKU  Hours
Start Date

Doe, John R 10/24/2004 64 01 070 02




The Detail Data window appears on the bottom portion of the screen.

Be sure that the Hours type is highlighted and click on the Delete button on the
bottom of the screen. Make sure to delete all the hours types if there are more

than one.
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H Default Work Schedule

Selection Criteria

Dept: |E4 "I Agency |EI1 v| TEL:

EID: | Mame: |

Approver, [

ID?EI vI

H Selection List
M Detail Data

Modified By:
Modified Date:

Start Date: 2/22/1933
End Date: 12/31/2222

Mame: Doe, John R
EID: 000000

Hours Sum

Type M

PP
Total Tax Group
80.0

T W Th F 5

Totals: 80.0

I 0 B

6. Click on the Save button.




HELPFUL HINTS FOR DEFAULT WORK SCHEDULES

Default Work Schedule Start Dates --- Start date for a new employee is
always the first Sunday of the pay period the employee is on payroll.

Do not enter default work schedules for the following:
PI's (Job Shares are not considered PI’s)
Student Assistants
Per Diems
Monitors and Proctors




